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Signing on to the Network

To enter the State Network
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Click on Lag |
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Entering the STATE DISSOLUTION APPLICATION
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Click on Vital Records ERS Il Ext (External us&r)eJnter into the State Application Site for Dissinins
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The TRAINING SIDE DISPLAYS THE STATE SEAL . You can go in on this side of the applicationréon or practice entering
records.
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The PRODUCTION SIDE IS WHERE YOU ENTER LIVE RECORDS IN THE SYSTEM
It may have the State Bird, Sandhill Cranes, oresother picture other than the State Seal.
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To start a new Dissolution record go Eile, New, Dissolution
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There will be six tabs to complete (General, Hushatife, Divorce Information, Confidential, and Cplate).
The Flags tab has some system information.

GENERAL tab
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The application will open up on the first tab (Gele You will enter the filing county (or it wikhuto fill) and then enter the Court
Record Number. Once you tab off you move to the tab (Husband).



HUSBAND tab
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Begin to enter the Husbands information. Once ype the first name tab to the next box to typéneamniddle name and the same for
the last name. The system defaults to the UnitateStso you can tab past it if this is correctlierCountry of Residence. The same
process works for the State. The system is defhtdidebraska.

The County or State is different than the defadliitk on the down arrow and the all the countried/ar states will appear in a drop
down. You can also start typing the name of thentrguor state and the system should auto fill.

Drop down for Countries
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If you choose a country other than the United Stide Residence Address, all the State, CountyGitydfields will be grayed out
and no information will be entered.
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Once you have completed the last paragraph on tisbahd’s tab the system will move right to the nakt(Wife)
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Divorce Information tab: Complete the information on this tab as providethacourt record.
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Scroll down for the second part of the Divorce talor tabbing will take you to the next field to enter
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Confidential tab: Complete the Confidential tab. For both thesband and wifdf social security numbers are unknown or were
refused to be provided then enter all 9's in th&l&8elds. For both theusband’s and wife’s Origiwhen origin is of Hispanic
origin, enter a Y in the box for Yes. OtherwisetegN for No or U for Unknown. When race is proait] check the appropriate box
or boxes by using the mouse or space bar. If ikaocet provided then check Unknown.
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The Flags tab: Does not apply to District Courtr&l This tab applies for State Dissolution Clerty.
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Complete Tab
Once you have entered all the information for catipy the Dissolution record, enter a Y in the Rdde Complete box and then

click on the SAVE ICON (looks like a diskette).
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You can also use the SAVE found under FILE
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If you are interrupted or need to stop working queatially completed recerd, click on SAVE WITHOUWEDITS. This allows you to
save the record without firing off all the editbybu click on SAVE o¢the SAVE ICON when a recasdncomplete all the entry
edits will fire off and you have to answer themlafore you camexit the record.
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To Print the Clerk’'s OFFICE COPY

Go to Requests and then click on Print: DC Cert. oDis OfficeCopy Cnty
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You can also print a blank worksheet. Once you lantered a record you can print the work sheet. dasusearch on any completed
record and go to Request$ to print blank worksheets
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To SEARCH for a record: Go to the entry search screen.
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You can now search for any record you have entaneldsaved in the system. There are different wagsarch for record that is in
the system. If there are only a limited numberezbrds (100 or less) that have been entered tarsyf®r your county, you can put in
just the event year (2007) and retrieve all of éhecords up to 100 records. You can then clickaDH search through the list of
records for the specific record you want. The niofermation added in the search, the more spettiicsearch is refined to finding a
specific record. In this example the use of theriEwgear and the Husband'’s last name are used. ¥old @lso use the Wife's last
name. Click on Search
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In this example, the Husband and Event year wezd irsthe search. The system finds the recordé)ntieets your search criteria.
Highlight the record you want to view. You can thduble click on the record you want to view withuy cursor or click on display.
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When the search is complete, the system displaysettord starting with the first tab. You can tigento any tab for the screen or
information you wish to view.
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You can also go to Requests and print either bleoiksheets or an office copy of the chosen recéadl can also view only the
record by clicking on the office copy and allowitingg documgnt to open.
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When you click on the office copy you will get aagrprint screen. Wait until the system loads theudnent for viewing.
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When it opens you will get a 62% version which yam enlarge or expand to 100%
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This is a partial view of a 100% or full screenisitiew is limited due to the size of the monitbisidisplayed on. If you wish to print an

office copy for your files, click on the print

£l Print Preview

: = = [ =" 100%. 1

icomhis prints the office copy.
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2. Court Record Mumber
1234-T63
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3. Husband's Mame (First, Middle, Last, Suffix)
Wasn't Agood Husband

4a. Current Residence - Country
United States

db. State 4o Courty

Hebraska mMadison

4d. City, Towen or Location
Horfolk

4e. Residence - Street and RMumber
321 Madison Ave

4f. Zip Code
63701

5. Place of Birth (City and State or Foreign Country)
Horth Bend. Hebraska

6. Date of Birth (Mo, Day, rr.)

January 01, 1970

Ta_vwite's Mame (First, Middle, Last, Suffix)
Hotreally Avery Husband
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Harpy
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United States Hebraska

8d. City, Town or Location Se. Residence - Street and Number B8f. Fip Code

Lincoln 123 A 68501
R | 1
[Page 1 of 1 |

& stan| | [ & 3 | (0 welcome - 1BM Lotus | &7 MetaFrame Presentat . |[[&] 2 Citrix 1CA Clie._. - [5¥] 2 Micmosoft Dffice

_>lll
v| <c 3001 PM

When the print job is complete or you are done uievthe record click on Close, the window closed gou’ll be back to the screen
you were on when you opened the document. To dlask to the initial scfeen or to search for anotheord, click on the X closeout
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The ERS entry screen. To search or start a newdeatick on File or Search
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Shortcut Keys

p Netsmart ¥RS - Search - DISS
File Search Reguests ‘Work Queus Tools Batch  Administration

BN RN

SEARCH CRITERILA

Cankents

| Keywnrdtzearch

Shiows Inkernal S0L Text

|'State File Mumber——

earch Optior
Usge [ for de
Exarnpl

List functions: [N[a-b+MULL]. HOTINIgH+s+]

HE SFM Statuz

CRHM / Event Year

Huzband First Mame

=l

| |
Huzband kiddle Mame

Huzband Last Hame

Huzband Suffis  Husband D ate of Birth

Wife First Mame

Wife Middle Mame

Wife Lazt Mame

Wife b aiden Mame / Wife O'ate of Birth 'll

To access keyboard shortcuts, go to the Help Texb Keyword Search.

Control Key Shortcuts

CTRL-C-

CTRL-O-

CTRL-P

CTRL-Q-

CTRL-R-

CTRL-S:

CTRL-V-

COPY: This key copies the contents of the field conteyrihe text cursor to the
Windows clipboard. The field contents are not aiter

OVERRIDE: This key sets the edit override indicator for fileéd containing the text
cursor.

The data entry form is built from labeled boxesaihare called paragraphs (in Windows
terminology, they are called group boxes).Pres€itngP will move the text cursor from
the present field to the first enterable fieldhe hext paragraph.

QUERY: This key sets the query indicator for the fietshi@ining the text cursor.

RESET QUERY/OVERRIDE: This key removes the query or override indicatmte
that a field can be either overridden or queried,rfot both.

This key saves the current Event. It is equiviale the File | Save menu item.

PASTE: This key pastes the contents of the Windows chpthanto the field containing
the text cursor. The new contents replace whatgasrpreviously in the field.
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CTRL-X-

CTRL-Z:

CTRL-DELETE:

CTRL-TAB:

SHIFT-CTRL-TAB:

CUT: This key clears the present field and copiesdtgents to the Windows clipboard.
From the clipboard it can be pasted into anoth& datry field, or into another Windows
application which supports the clipboard.

This key clears the contents of the field caonitag the text cursor.

If the text cursor is in a mask edit field (a fielith slash or dash characters), the field
will be cleared when Ctrl-Delete is pressed.

This key combination will select the next noteb@alge. When the last notebook page is
displayed, this key combination will display thestipage.

This key combination will select the previous roatek

Alt Key Shortcuts

ALT-A Through ALT-Z: Certain menu items have underscores under a iettee item name. Pressing Alt

plus that letter is equivalent to selecting the megam.

ALT-1 Through ALT-9: These keys select notebook pages, or tabs, 1{ateely.

ALT-F4:

Other Shortcuts

TAB Key:

Shift — TAB:

F1 Key:

T (F and B):

Left Mouse Click:

Right Mouse Click:

This key combination will close the current wavd It is equivalent to clicking
the close window [X].

The Tab key moves the user from field to fieldhivitthe data entry form. Before the

field is exited, it is edited for errors (unless #dits for the field are overridden or the
field is queried). Fields are ordered left to rigip to bottom, in normal reading order.
When the Tab key is pressed in the last enteradtbdn a page, the notebook selects the
next page and the text cursor is placed in thedimgerable field on that next page. If a
page contains no enterable fields, it is skipped.

Shift-Tab moves the user to the previously hedttfilt will not automatically switch
pages

Depressing F1 displays context-sensitive helgHerfield containing the text cursor.

On many date fields the user can enter a "T", toddy", and the current system date will
display. Additionally, the values "F", for "forwdir (the next following date), and "B",

for "back" (or, the immediately preceding dateg available. These values may be
repeatedly entered to continue the process ofregitieancing or reversing the date one
day at a time.

The left mouse button can be used to placeetktecursor in a particular field by clicking
when the mouse cursor is over the desired fiel@. [€ft mouse can also select notebook
pages by clicking on the tab for the desired page.

A menu of options for a field may be displaysdcticking the right mouse button when
the mouse cursor is positioned over the field.
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Useful Phone Numbers

Vital Records HELP DESK: 402-471-8275

DHHS Help Desk for Network problems contact
1-800-722-1715 or 402-471-9069

Vital Records Phone Numbers

Barb Trusty..........covvvviiienns 402-471-2872
Marriage/Dissolution Registration Desk Clerk

Jackie Fairbanks..................... 402-471-0919
Registration Supervisor / Regional Training @ioator
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